ePermitting Naming Conventions/File Names

Please utilize the following file names when submitting documents via
eCompliance, eTransfer or Additional Information.

Thank you.

Folder Name

PreApp Info

Applications

Calculations/Design
Plans (Engineering)

Water Use - Technical

Document

Pre-Application Documents
Pre-Application Letter
Pre-Application Map, Survey, etc.

Administrative Name Change Request
Application Documentation
Application Form

Application Withdrawal Request

Boundary Survey

Fee Receipt

Notice of Receipt of Application
Permit Transfer Request

RAI Response

RAI Response Extension

RAI Response Extension Request
Refund Letter

Request for Additional Information
Response Deny

SB 360 Application Return Letter
Waiver

Aerial

Calculations/Modeling
Construction Pollution Prevention Plan
Diagrams/Plans

Drainage Report

Geotechnical Report
Impoundment Analysis

Location Map

Phosphorus Control Plan

Plats

Sealed Signature File (ePermitting)
Site Map

Storm Water Management Plan
Urban Stormwater Management
Program

WU RAI Concurrency Letter
WU RAI Response Extension
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File Name

Appl#_PreAppDocs
Appl#_PreAppLtr
Appl#_PreAppMap

Appl#_ AdmNameChgReq
Appl#_ApplDocs
Appl#_Application
Appl#_WithdrawReq
Appl#_BoundarySurvey
Appl#_FeeRcpt
Appl#_AppNotice
Appl#_OwnTransReq
Appl#_RAIResp_yyyymmdd
Appl#_RAlext_yyyymmdd
Appl#_ RAIExtReq_yyyymmdd
Appl#_RefundLtr
Appl#_RAIl_yyyymmdd
Appl#_RespDeny_yyyymmdd
Appl#_AppReturn
Appl#_Waiver_yyyymmdd

Appl#_Aerial

Appl#_Calcs
Appl#_ConstPollPrevPlan
Appl#_Plans_yyyymmdd
Appl#_DrainageRpt
Appl#_GeotechRpt
Appl#_ImpoundRpt
Appl#_LocMap
Appl#_PhosCitrlPlan

Appl#_Plats
Appl#_SigFileSealed_yyyymmdd
Appl#_SiteMap

Appl#_SWMPlan
Appl#_UrbanStormwaterMgmtProg

Appl#_ConcLtr_yyyymmdd
Appl#_RAlext_yyyymmdd

eSubmittal,
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Folder Name

Wetland/Mitigation
Information
(Environmental)

Correspondence/
Telephone Calls

Legal Documents and
Notices (sent during
the application review)

Permits and Staff
Reports

ePermitting Naming Conventions/File Names

Document

Wetland Jurisdictional Determination
Conservation Easement
Environmental Site Info/Plans
Informal Wetland Jurisdictional Det.
Mitigation Plan

Monitoring Plan

Preserve Area Management Plan
Seagrass Survey

Sovereign Submerged Lands
Vegetation/Wildlife Report

Wetland Table

Agency Comments
Application Complete Notice
Change of Address
Correspondence from Applicant (after
Final Action)
Correspondence
Concurrency Letter

Email

Letters/Third Parties

Right of Way Signoff
Telephone Call/Memo
Transfer Notice of Intent

Affidavit (Proof of Ownership)

Articles of Incorporation (Draft)
Association Documents (Draft)
Deed/Lease

Easement

Emergency SWM Authorization/Order
Final Order/Hearing

Formal Administrative Hearing Petition
Legal Notices

Ordinance

Power of Attorney

Proof of Signature Authority

Title Determination

Addendum to Staff Report
Administrative Name Change
Application Return Letter
Conceptual Approval
Confirmation of Withdrawal Letter
Denial

Draft Staff Report

Early Works Notification
Exemption

Exhibits
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File Name

Appl# WetlandDet
Appl#_ConsvEasement
Appl#_EnvSitelnfo
Appl#_InfWetlandDet
Appl#_MitPlan
Appl#_MonitorPlan
Appl#_PresvAreaPlan
Appl#_SeagrassSurv
Appl#_SovrnLnd
Appl#_Veg/WildlifeRpt
Appl#_WetlandTable

Appl#_AgencyComments
Appl#_AppCompiNtc
Appl#_ChangeofAddress_yyyymmdd
Appl#_LetterfromApplicant_yyyymmdd

Appl#_Correspondence_yyyymmdd
Appl#_ConcLtr_yyyymmdd
Appl#_Email_yyyymmdd
Appl#_3rdPartyComments
Appl#_ROWSign
Appl#_Phone/Memo_yyyymmdd
Appl#_NOI

Appl#_OwnAffidavit
Appl#_Artsofinc
Appl#_AssocDocs
Appl#_DeedLease
Appl#_Easement
Appl#_EmOrder
Appl#_FinalOrder
Appl#_PetitionforFAH_yyyymmdd
Appl#_LegalNotices
Appl#_Ordinance
Appl#_PowerOfAttny
Appl#_SigAuthDoc
Appl#_TitleDet

Appl#_AddStaffRpt
Appl#_AdmNameChg
Appl#_AppReturn_yyyymmdd
Appl#_ConcptApprov
Appl#_WithdrawLtr
Appl#_Denial
Appl#_DrftStaffRpt
Appl#_ErlyWrkNtc
Appl#_Exemption
Appl#_Exhibits
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Folder Name

Permits and Staff
Reports (continued)

Misc

Conversion to
Operation Transfers

ePermitting Naming Conventions/File Names

Document

Extension

Formal Wetland Determination
No Notice

No Permit Required

Notice of Consolidated Intent to Issue
Notice of Permit

Ownership Transfer Final Letter
Permit

Permit Cancellation/Expiration
Permit Letter of Modification
Staff Report

Variance

Miscellaneous Documents
Permit Cancellation Request
Permit History Report

Aerial

Affidavit

Agreement

Articles of Incorporation

Articles of Incorporation Amendment
Association Documents (general)
Association Documents Amendment

Consent Order

Conversion Transfer Finalization Letter

Conversion Transfer Request (0920)
Correspondence (General)

Current Address

Declaration of Covenants — Joinder

Declaration of Covenants — Master POA
Declaration of Covenants Amendment
Declaration of Covenants, Easements,

Restrictions

Deed

Deficiency Letter

Easement

Environmental Signoff
Extension Letter

Historical Documentation
Meeting Minutes
Noncompliance Letter

(add Letter #, ie. NonComp2)
Ordinance

Plat

Proof of Signature Authority
Property Appraiser Documentation
Reminder Letter

Satisfactory Letter

Site Plan
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File Name

Appl#_Extension
Appl#_FormalWetlandDet
Appl#_NoNotice
Appl#_NoPermitReq
Appl#_NotcConslintlssue
Appl#_NOP
Appl#_OwnTransLtr
Appl#_Permit
Permit#_PermitCancel/Expire
Appl#_LtrMod
Appl#_StaffRpt
Appl#_Variance

Appl#_MiscDocs
Permit#_PmtCancelReq
Appl#_PmtHist

Permit#_Aerial
Permit#_Affidavit
Permit#_Agreement
Permit#_Articlesinc
Permit#_ArticlesincAmend
Permit#_AssocDocs
Permit#_AssocDocsAmend

Permit#_ConsentOrder
Permit#_ConvTransLtr_yyyymmdd
Permit#_ConvTransReq
Permit#_Correspond_yyyymmdd
Permit#_AddressParty
Permit#_DecCovJoinder
Permit#_DecCovMaster
Permit#_DecCovAmend
Permit#_DecCov

Permit#_Deed
Permit#_Deficiency_yyyymmdd
Permit#_Easement
Permit#_EnvSignoff
Permit#_Extension_yyyymmdd
Permit#_HistoricalDocs
Permit#_MtgMinutes
Permit#_Noncomp#_yyyymmdd

Permit#_Ordinance

Permit#_Plat

Permit#_SigAuth
Permit#_PropAppraiser
Permit#_Reminder_yyyymmdd
Permit#_Satisfactory_yyyymmdd
Permit#_SitePlan
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ePermitting Naming Conventions/File Names

Folder Name Document File Name

Enforcement
Consent Agreement (Draft) Cost Code#_ ConsentAgreement_yyyymmdd
Correspondence Cost Code#_Correspondence_yyyymmdd
Final Consent Agreement Cost Code#_FinalConsentAgreement_yyyymmdd
Incoming Correspondence Cost Code#_Correspondence_yyyymmdd
Investigative Notice Cost Code#_InvestigativeNtc_yyyymmdd
Notice of Violation Cost Code# NOV_yyyymmdd
Outgoing Correspondence Cost Code#_EnfCorrespondence_yyyymmdd
Pre-Lit Demand Letter Cost Code#_PreLitDemandLtr_yyyymmdd
Request for Response Letter Cost Code# ReqResp_yyyymmdd
Settlement Letter Cost Code#_SettlementLtr_yyyymmdd

Compliance -

Environmental

Compliance —
Water Use

Compliance -
Engineering

Annual Status Report
Compliance/Non-Compliance Letters
(add Letter #, ie. NonComp2)

Field Inspection

Generic Letter

Investigative Notice

Mitigation Schedule Revision
Monitoring Report & Photo

Notice of Compliance Letter for
Monitoring

Notice of Overdue Monitoring
Receipt of Conservation Easement

5 Year Compliance Report
Calibration Data

Certification Deficiency Letter
Compliance/Non-Compliance Letters
(add Letter #, ie. NonComp2)
Emergency Preparedness Report
Monitoring Data

Pumpage Data

Reclaimed Water Report
Requirement Reminder Letter
(Birthday Ltr)

Seasonal Crops Report
Unaccounted for Water Loss Report
Updated Table A/B

Water Use Annual Status Report
Water Use Compliance Documentation
Water Use Expiration Notice

Water Use Field Inspection

Wellfield Operating Plan

Annual Status Report

As Built Drawing

Certification Acceptance Letters
Certification Deficiency Letter
Certification Reminder Letter
Compliance Memo
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Appl#_AnnualStatusRpt_yyyymmdd
Appl#_NonComp#_yyyymmdd

Appl#_Fieldlnsp_yyyymmdd
Appl#_Generic_yyyymmdd
Appl#_InvestNotice_yyyymmdd
Permit#_MitigSchedRev_yyyymmdd
Appl#_MonitorRpt_yyyymmdd
Appl#_CompMon_yyyymmdd

Appl#_OverdueMon_yyyymmdd
Appl#_RcptCE_yyyymmdd

Appl#_FiveYrCompRpt_yyyymmdd
Appl#_CalibData_yyyymmdd
Appl#_Deficiency_yyyymmdd
Appl#_NonComp#_yyyymmdd

Appl#_EmergPrepRpt_yyyymmdd
Appl#_MonData_yyyymmdd
Appl#_PumpData_yyyymmdd
Appl#_ReclaimedRpt_yyyymmdd
Appl#_RegReminderLtr_yyyymmdd

Appl#_CropRpt_yyyymmdd
Appl#_WaterLossRpt_yyyymmdd
Appl#_UpdatedTableA_yyyymmdd
Appl#_AnnualStatusRpt_yyyymmdd
Appl#_CompDocs_yyyymmdd
Appl#_PendExpire_yyyymmdd
Appl#_Fieldinsp_yyyymmdd
Appl#_WellfieldOpPlan_yyyymmdd

Appl#_AnnualStatusRpt_yyyymmdd
Permit#_AsBuiltDrawingyyyymmdd
Appl#_CertAccept yyyymmdd
Appl#_DeficiencyLtr_yyyymmdd
Appl#_CertReminderLtr_yyyymmdd
Appl#_CompMemo_yyyymmdd
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Folder Name

Compliance -
Engineering
(continued)

Compliance — AGI

ePermitting Naming Conventions/File Names

Document

Compliance/Non-Compliance Letters
(add Letter #, ie. NonComp2)
Engineering Certification
ERP/SWM Commencement Notice
General Correspondence

No Certification Required Letter
Receipt of Special Condition
Request for Annual Status
Request for Construction
Commencement Notice

Water Quality Data

Above Ground Impoundment
Certification

AGI Deficiency Letter

AGI Inspection Request Letter

AGI Operating Restrictions

AGI Receipt of Certification

AGI Reminder Letter

Annual Status Report

Certification Deficiency Letter
Compliance/Non-Compliance Letters
(add Letter #, ie. NonComp2)
Introduction Letter

Operating Restriction Lifted
Reporting Requirements Satisfied
Reporting Requirements Satisfied/Minor
Repairs Required

Site Inspection Letter
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File Name

Appl#_NonComp#_yyyymmdd

Appl#_EngCert_yyyymmadd
Appl#_ConstCommNtc_yyyymmdd
Appl#_GenCorresp_yyyymmdd
Appl#_NoCertRqd_yyyymmdd
Appl#_RcptSCDel_yyyymmdd
Appl#_RgstAnnStatus_yyyymmdd
Appl#_RquestCCN_yyyymmdd

Appl#_ WaterQuality yyyymmdd

Appl#_EngCert_yyyymmdd

Appl#_Deficiency_yyyymmdd
Appl#_InspectReq_yyyymmdd
Appl#_OpRstrict_yyyymmdd
Appl#_ReceiptCert_yyyymmdd
Appl#_Reminder_yyyymmdd
Appl#_AnnualStatusRpt_yyyymmdd
Appl#_Deficiency_yyyymmdd
Appl#_NonComp#_yyyymmdd

Appl#_Intro_yyyymmdd
Appl#_OpRest_yyyymmdd
Appl#_RepSatis_yyyymmadd
Appl#_RepSatisMinor_yyyymmdd

Appl#_Sitelnspect_yyyymmdd
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